
Bonney Lake Hearing Examiner Services
Request for Proposals

Notice is hereby given that the City of Bonney Lake is requesting proposals for Hearing 
Examiner Services.  In order to be considered, responses to the Request for Proposals must be 
filed by Friday, March 4, 2022 at 5:00 P.M.  Proposers are responsible for assuring delivery.   
Submittals shall be emailed to sullivanj@cobl.us. 

The City of Bonney Lake is requesting Proposals from individual Attorneys or firms with 
substantial Hearing Examiner experience for the purpose of selecting a Hearing Examiner and 
Hearing Examiner Pro Tem to consider and act on quasi-judicial land use actions, appeals of 
administrative decisions, code enforcement cases, and hearings related to uninhabitable 
structures under the provision of Chapter 35.80 RCW on behalf of the City as further discussed 
in the Scope of Work in the Request for Proposals.  The complete RFP dated January 31, 2022, 
is available on the City of Bonney Lake’s website (www.ci.bonney-lake.wa.us) on the legal 
notices webpage under the title “Request for Proposal for Bonney Lake Hearing Examiner.”  

The City of Bonney Lake reserve the right to reject any and all submittals.

The City of Bonney Lake Planning and Building Supervisor – Jason Sullivan serves as the 
project coordinator and as the point of contact for this RFP.  Jason can be reached by phone at 
(253) 447-4355 or email at sullivanj@cobl.us.

https://bonneylake.box.com/s/j4xr9rl3fy54yvtiqi6ohwhwmbg60b9h
mailto:sullivanj@cobl.us
http://www.ci.bonney-lake.wa.us/
mailto:sullivanj@cobl.us
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1.   INTRODUCTION
1.1 Purpose 

The City of Bonney Lake is requesting Proposals from individual Attorneys or firms with 
substantial Hearing Examiner experience for the purpose of selecting a City Hearing 
Examiner and Hearing Examiner Pro Tem to consider and act on quasi-judicial land use 
actions, appeals of administrative decisions, code enforcement cases, and hearings related to 
uninhabitable structures under the provision of Chapter 35.80 RCW on behalf of the City as 
further discussed in the Scope of Work. 

1.2 Background

The City of Bonney Lake, with a population of approximately 23,500 is located in eastern 
Pierce County and was incorporated in 1949.  The City has historically been one of the 
fastest growing cities in the Puget Sound Region. Between 2020 – 2021, the City added the 
fifth most residents and had the third highest growth rate of all the cities located in the Puget 
Sound Region.   

1.3 Qualifications 

A Juris Doctor degree and a license to practice Law in the State of Washington is required.  
The Hearing Examiner and Hearing Examiner Pro-Tem must also have knowledge of the 
Growth Management Act (GMA), State Environmental Policy Act (SEPA), Shoreline 
Management Act (SMA), Subdivision Act, Local Project Review Act, the Land Use Petition 
Act, and the Open Public Meeting Act.

1.4 Experience 

A minimum of five (5) years of experience as a land use Hearing Examiner or as a land use 
Attorney representing clients before administrative decision makers such as Hearing 
Examiners, City Councils, Boards of Adjustment and/or Planning Commissions in the State 
of Washington is required. 

1.5 Contract Period

The initial contract period will be for a one (1) year term, with subsequent contracts for a 
period of up to a maximum of four (4) years per BLMC 2.18.020
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1.6 Appointed Office

The Hearing Examiner and Hearing Examiner Pro-Tem are appointed by the Mayor with 
consent of the City Council.  The Hearing Examiner and Hearing Examiner Pro-Tem serve 
at the discretion of the Mayor. 

2. SCOPE OF WORK
2.1 General

Hearing Examiner Responsibilities

The Hearing Examiner will:

 Visit project sites, as necessary, prior to public hearings;

 Examine hearing related documents and review case files, City codes and policies, 
environmental impact statements, plot plans and topographical maps;

 Evaluate testimony and evidence, prepare records, enter final writing findings and 
impose conditions to conform projects to City ordinances and land use policies;

 Administer the Public Hearing Process in a professional and impartial manner;

 Prepare sound and defendable decisions within the prescribed timelines;

 Coordinate with City Staff on ancillary functions including setting of hearing dates, 
handling of associated hearing exhibits, distribution of decisions, etc.; and

 Maintain knowledge of current relevant state and City land use laws, policies and 
related state and federal court decisions.

City Responsibilities

The City will provide the following:

 A hearing room and facilities including recording and sound system, when the 
hearing occurs in person; 

 Virtual meeting platform that allows for public participation to include recording, 
when the hearing occurs virtually;
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 Public notice of hearings as required under City ordinance and rule; 

 Prior to any hearing, staff reports describing and analyzing the application or 
issues to be heard by the Hearing Examiner.  Staff reports will include a staff 
recommendation; 

 Decision copying and distribution services as required under City ordinance and 
rule; and 

 Current copy of all City land use plans, policies and ordinances and amendments 
thereto passed during the term of this contract. 

2.2 Quasi-Judicial Land Use Action Decisions

The Hearing Examiner conducts open public hearings and renders a decision in writing, 
supported by findings of fact on all quasi-judicial permit applications identified as Type 3A 
and 3B permits in BLMC 14.30.010 which includes but is not limited to shoreline 
conditional use permits, shoreline variances, preliminary plats, zoning variances, conditional 
use permits, and critical area reasonable use exceptions. 

2.3 Zoning Reclassification Recommendation

The Hearing Examiner will conduct open record hearings for proposed zoning 
reclassification and issue a recommendation to the City Council in writing, supported by 
findings of fact, as to the proposal’s compliance with Chapter 14.90 BLMC.

2.4 Administrative Decision Appeals

The Hearing Examiner will conduct open record appeal hearings of administrative decisions 
and render a decision in writing, supported by findings of fact.  The City’s appeal’s process 
does not provide for reconsideration by the Hearing Examiner.  Any appeal of the Hearing 
Examiner’s decision is to the Pierce County Superior Court under Chapter 36.70C RCW.  
There is no appeal to the City Council. 

2.4 Code Enforcement

The Hearing Examiner hears and renders decisions on code enforcement related items 
discussed further in this section:
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Notice of Violation Appeals

The Hearing Examiner will conduct open record appeal hearings of notice of violations 
issued by the City and issue a written decision, supported by findings of fact, as to whether 
the violation occurred and/or is still occurring and determination to support or modify the 
corrective action ordered by the City consistent with the provisions of BLMC 14.130.120.

Civil Penalty Appeals

The Hearing Examiner will conduct open record appeal hearings related to the imposition of 
civil penalties issued by the City and issue a written decision, supported by findings of fact, 
affirming, vacating, or modifying the assessment and/or amount of the civil penalties 
consistent with the provisions of BLMC 14.130.120.  The Hearing Examiner has the power 
to reduce the civil penalty based on the provisions in BLMC 14.130.120, which would 
include the ability of the individual to pay the civil penalty. 

Unfit Building Hearings and Decisions

The City has adopted the provisions of Chapter 35.80 RCW to address uninhabitable 
structures/premises within the City of Bonney Lake.  The hearing examiner shall serve as 
the public officer as defined in RCW 35.80.020 and have the powers granted to the office in 
RCW 35.80.030, except that the City shall provide all administrative functions such as 
preliminary investigations and the serving of notices.  In this role the hearing examiner will 
conduct required hearings, issue written decisions, supported by findings of fact, as to the 
habitability of structures/premises within the City, and determine if the structure/premise 
should be repaired, altered, demolished, or vacated consistent with the provisions of RCW 
35.80.030 and BLMC 14.13.160. 

2.5 Other Requirements

Hearings

The Hearing Examiner may establish the rules for hearings, which may provide for the 
cross-examination of witnesses, and procedural matters related to the duties of the hearing 
examiner consistent with Chapter 2.18 BLMC and Chapter 14.60 BLMC.  Any rule(s) or 
procedure(s) prepared by the Hearing Examiner shall be made in writing and provided to the 
City.  The City will record the hearings and the examiner shall provide the clerk to facilitate 
the hearing.  Hearings may be held in-person or virtually.  The Hearing Examiner must have 
adequate technology and equipment required for successful audio and video connection 
capabilities. 
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Electronic Documents

The City utilizes a paperless, online permitting process.  All permit files, documents, and 
hearing records are processed and transmitted electronically, including document transfer to 
the Hearing Examiner.  The Hearing Examiner must have adequate technology and 
equipment to receive large volumes of records in digital format.  No paper copies of permit 
files, hearing records, staff reports, or submitted exhibits will be provided to the Hearing 
Examiner by the City.  

Annual Report

The Hearing Examiner shall report in writing to and meet with the City at least annually for 
the purpose of reviewing the administration of the land use policies and regulatory 
ordinances. Such report shall include a summary of the examiner’s decisions and costs since 
the last report.

3.   RFP INSTRUCTIONS AND EVALUATION
All respondents should submit a written proposal to include information about the respondent 
directly related to each of the Selection Criteria outlined below. All information should be 
submitted succinctly.  By submitting a proposal, Respondants certify that all information 
provided in response to this RFP is true and accurate.

3.1 RFP Response

The proposal response submitted shall contain all information as requested herein, and any 
additional information necessary to summarize the overall benefit of the proposal to the City. 
Proposing firms should submit a proposal by email to the RFP Coordinator at 
sullivanj@cobl.us no later than 5:00 P.M. on Monday, February 28, 2022.  Proposers are 
responsible for assuring delivery.

For more information, contact RFP Coordinator – Jason Sullivan, Planning and Building 
Supervisor, by email at sullivanj@cobl.us or by phone at (253) 447-4355.

3.2 Proposal Requirements 

Qualifications

No more than two (2) pages in length that includes contact information and signature. The 
letter should state the educational degree(s) held by the person, institutions issuing such 
degree(s) and the date such degree(s) were issued. If the proposal is submitted by a law firm, 

mailto:sullivanj@cobl.us
mailto:sullivanj@cobl.us


H e a r i n g  E x a m i n e r  S e r v i c e s  R F P  
      P a g e  6 | 12

information on all attorneys anticipated to provide services must be provided. All proposers 
shall be licensed to practice law by the Washington State Bar Association. 

Experience

Provide a written narrative that is no more than five (5) pages in length addressing the 
following:

 Quasi-Judicial:  Describe experience with conducting hearings and issuing 
decisions related to quasi-judicial hearings for complex land use matters. 
Specifically discuss experience related hearings for preliminary plats, shoreline 
permitting, and conditional use permits.

 Administrative Appeals: Describe experience with conducting hearings and 
issuing decisions related to appeals of administrative decisions. Specifically 
discuss experience related to appeals of SEPA Determinations and code 
interpretations. 

 Code Enforcement Proceedings:  Describe experience with conducting hearings 
and issuing decisions related to appeals of violations appeals and civil penalties 
appeals.  Also describe experience with conducting hearings and issuing decisions 
and orders related to uninhabitable structures/premises under the provisions of 
Chapter 35.80 RCW.

Method and Approach 

Provide a one-to-two-page summary of the applicant’s approach to providing Hearing 
Examiner services, including but not limited to a description of support staff provided by the 
Hearing Examiner, ability to meet decision deadlines, and how decisions from both the 
Courts and Hearings Board will be incorporated into decisions.  

Example of Written Work 

At least two examples of the applicant’s written decisions, preferably as a Hearings 
Examiner, must be provided.  

Example of Rules of Procedure 

The City’s Hearing Examiner is authorized to adopt rules of procedure. An example of rules 
of procedure that the Hearing Examiner has previously prepared and used is requested, if 
applicable and available.   
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Fee Proposal 

Please provide a lump sum amount for the quasi-judicial hearing, zoning reclassification 
recommendations, and administrative appeal hearings discussed in the scope of work.  The 
lump sum amount can be different for each hearing type or permit type.  The rate can 
include a maximum number of hours after which an hourly rate can apply for both the 
Hearing Examiner and administrative staff provided by the hearing Examiner.  The 
objective is to set the fee to cover the typical hearing cost for these hearings and/or permit 
types which includes reviewing the staff report prepared by the City, conducting the hearing, 
and preparing the decision.   In the past the actual hearings have not been longer than an 
hour on average.   

Please provide an hourly rate for hearings, including administrative staff’s compensation per 
hour, related to the code enforcement items contained in the scope of work. 

Professional references 

At least two professional references, including phone numbers and other contact 
information. No more than one page. 

3.3 RFP Evaluation Criteria   

An evaluation team will review and evaluate all Proposals submitted responding to the RFP. 
The proposals will be evaluated and ranked based on the Evaluation Criteria detailed below. 
The Selection Committee may choose to ask the top ranked firms to attend an interview as 
part of the evaluation process.

Evaluation Criteria: Point 
Value:

1. Qualifications. 15

2. Experience. 30

3. Method and Approach. 20

4. Example of Written Decisions 20

5. Examples of Rules or Procedures 5

6. Fee Proposal 10

                                                                           TOTAL:              100
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3.4 Award of Contract:  

At the conclusion of the RFP evaluation factors published in the RFP, the City will select, a 
Hearing Examiner and Hearing Examiner Pro-Tem or law firm to provide these services. A 
single contract will be negotiated between the individual or law firm and City of Bonney 
Lake for all of the work contained in the scope of work.   

3.5 Notices 

Single Point of Responsibility/Accountability

The City’s expectation is to have a single point of contact, i.e. a single point of authority and 
a single contracting entity for these services.    

Good Faith  

This RFP has been compiled in good faith.  The information contained within is selective 
and subject to revisions or amendments by the City.  

Right to Cancel  

The City reserves the right to change any aspect of, terminate, or delay this RFP, the RFP 
process and/or the program which is outlined within this RFP at any time, and notice shall 
be given in a timely manner thereafter.

Not an Award  

Recipients of this RFP are advised that nothing stated herein, or any part thereof, or any 
communication during the evaluation and selection process, shall be construed as 
constituting, offering or awarding a contract, representation or agreement of any kind 
between the City and any other party.

Property of the City  

Responses to this RFP will become the property of the City, and will form the basis of 
negotiations of an agreement between the City and the apparent successful Respondent.  

City not Liable for Costs  

The City is not liable and will not be responsible for any costs incurred by any 
Respondent(s) for the preparation and delivery of the RFP responses, nor will the City be 
liable for any costs incurred prior to the execution of an agreement, including but not limited 
to, presentations by RFP finalists to the City.           



H e a r i n g  E x a m i n e r  S e r v i c e s  R F P  
      P a g e  9 | 12

City’s Expectations  

During the review of this document, please note the City’s emphasis on the expectations, 
qualities, and requirements necessary to be positioned as an RFP finalist and successful 
Respondent.  

Insurance

The Respondent shall procure and maintain for the duration of the agreement, insurance 
against claims for injuries to persons or damage to property which may arise from or in 
connection with the performance of the work hereunder by the Respondent, its agents, 
representatives, or employees. Respondent shall obtain insurance of the types and limits 
described below:

Automobile Liability 

Insurance covering all-owned, non-owned, hired and leased vehicles. Coverage shall be 
written on Insurance Services Office (ISO) form CA 00 01 or a substitute form providing 
equivalent liability coverage. If necessary, the policy shall be endorsed to provide 
contractual liability coverage. Automobile Liability insurance with a minimum combined 
single limit for bodily injury and property damage of $1,000,000 per accident.

Commercial General Liability 

Insurance shall be written on ISO occurrence form CG 00 01 and shall cover liability 
arising from premises, operations, independent contractors and personal injury and 
advertising injury. The City shall be named as an insured under the Respondent’s 
Commercial General Liability insurance policy with respect to the work performed for 
the City. Commercial General Liability insurance shall be written with limits no less than 
$1,000,000 each occurrence, $2,000,000 general aggregate.

Workers’ Compensation 

Coverage as required by the Industrial Insurance laws of the State of Washington.

Waiver of Minor Administrative Irregularities

The City reserves the right, at its sole discretion, to waive minor administrative irregularities 
contained in any proposal.
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Single Response

A single response to the RFP may be deemed a failure of competition, and in the best 
interest of the City, the RFP may be cancelled.

Proposal Rejection; No Obligation to Buy

The City of Bonney Lake reserve the right to accept or reject any or all proposals received in 
response to this request, to negotiate with a qualified source, or cancel in whole or part this 
RFP process if it is in the best interest of the City to do so. Subsequent to contract 
negotiations, Respondents may be required to submit revisions to their proposals.

Right to Award

The City reserves the right to make an award without further discussion of the proposal 
submitted.  Therefore, the proposal should be submitted initially with the most favorable 
terms the Respondent can offer.

Withdrawal of Proposals

Respondents may withdraw a proposal that has been submitted at any time up to the 
proposal closing date and time.  To accomplish this, a written request signed by an 
authorized representative of the Respondent must be submitted to the RFP Coordinator.  The 
Respondent may submit another proposal at any time up to the proposal closing date and 
time.

Non-Endorsement

As a result of the selection of a Respondent to supply products and/or services the City is 
neither endorsing nor suggesting that the Respondent's product is the best or only solution. 
The Respondent agrees to make no reference to the City in any literature, promotional 
material, brochures, sales presentation, or the like without the express written consent of the 
City.

Proprietary Proposal Material

Any information contained in the proposal that is proprietary must be clearly designated. 
Marking the entire proposal as proprietary will be neither accepted nor honored.  If a request 
is made to view a Respondent’s proposal, the City will comply according to the Open Public 
Records Act, Chapter 42.17 RCW.  If any information is marked as proprietary in the 
proposal, such information will not be made available until the affected Respondent has 
been given an opportunity to seek a court injunction against the requested disclosure. 
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Errors in Proposal

The City will not be liable for any errors in Respondent’s proposals.  Respondent(s) will not 
be allowed to alter proposal documents after the deadline for proposal submission.

The City reserves the right to make corrections or amendments due to errors identified in 
proposals by the City or the Respondent.  This type of correction or amendment will only be 
allowed for such errors as typing, transposition, or any other obvious error. Respondent(s) 
are liable for all errors or omissions contained in their proposals.

Bid Bond

A bid bond is not required

Performance Bond 

A performance bond is not required. 

Payment Bond 

A payment bond is not required.

Funding

No grant funding is associated with this RFP. 

Terms of Payment

The City’s terms of payment are Net 30.  Payment will be made within thirty (30) days upon 
receipt of an undisputed invoice for goods and/or services that have been delivered and 
accepted.  No down payment or advance payment of any kind will be made.  Washington 
State law requires proof that the materials have been furnished, the services rendered, or the 
labor performed as described before payment may be made.  
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